
         CITY OF HAYWARD 
 
 
 RECYCLING SPECIALIST 
 
 
DEFINITION 
 
To coordinate and promote the City's recycling program; to identify, recommend and implement 
approved new waste diversion programs and practices; and recommend new markets for recyclable 
materials. 
 
 
SUPERVISION RECEIVED AND EXERCISED 
 
Receives general supervision from the Solid Waste Manager. 
 
May provide project or technical supervision to volunteers and subordinate staff. 
 
 
ESSENTIAL DUTIES 
 
1. Conduct research and studies relating to municipal recycling projects as assigned. 
 
2. Facilitate education and increase sensitivity of the community to environmental 

implications and desirability of recycling programs through events, publications and 
presentations. 

 
3. Work with residents of single family and multifamily properties to develop and implement 

City wide recycling programs. 
 
4. Work with industries, institutions and commercial establishments to develop self 

administered recycling programs. 
 
5. Work with and monitor contractors retained to analyze, collect and dispose of recyclable 

materials.  
 
6. Assist in soliciting, organizing and incorporating community group input into the planning 

and implementation of recycling programs. 
 
7. Independently conduct site specific waste audits as deemed appropriate by supervisor. 
 
8. Assist in designing programs to divert yard and garden wastes from the waste stream. 
 
9. Develop markets for products made with recycled materials through educations and 

awareness programs. 
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ESSENTIAL DUTIES (continued) 
 
10. Conduct grant funding research and prepare draft grant applications. 
 
11. Respond to citizen complaints and inquiries. 
 
12. Update and maintain the recycling resource directory, materials exchange data base, and 

other information sources. 
 
13. Assist program manager in ongoing development of programs and in determining most 

effective allocation of monies designated for recycling. 
 
14. Monitor City's progress in waste reduction and recycling success by maintaining and 

reporting program accomplishments in statistical and narrative form. 
 
15. Solicit and mobilize volunteers to publicize waste reduction programs. 
 
 
OTHER JOB RELATED DUTIES 
 
1. Performs related duties as assigned. 
 
 
JOB RELATED AND ESSENTIAL QUALIFICATIONS 
 
Knowledge of: 
 
A. Laws and ordinances affecting recycling programs. 
 
B. Waste reduction methods and resources, e.g., source reduction, recycling, composting and 

household hazardous waste. 
 
C. Recycling techniques and programs as related to the environment, energy conservation and 

the economy. 
 
D. Research methods and practices. 
 
E. Public relations and advertising approaches to gaining program support and compliance. 
 
F. Recyclable materials. 
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Ability to: 
 
A. Plan, coordinate and implement recycling and waste reduction programs. 
 
B. Establish and maintain effective working relationships with staff, other agencies, the general 

public, and the business community. 
 
C. Work independently within the confines of program objectives and guidelines provided. 
 
D. Prepare and present clear and concise reports and recommendations both written and oral. 
 
E. Develop and maintain computerized data bases. 
 
 
EXPERIENCE AND TRAINING 
 
Any combination equivalent to experience and education that could likely provide the required 
knowledge and abilities would be qualifying.  A typical way to obtain the knowledge and abilities 
would be: 
 
 Experience: 
 One year experience in developing, coordinating and implementing public or private 

recycling programs or non-burn resource recovery programs. 
 
 Training: 
 Equivalent to a Bachelor's Degree from an accredited college or university with major 

coursework in environmental studies, resource management, public administration or a 
closely related field.  Additional responsible program experience may be substituted for up 
to two years of the required education on a year for year basis. 

 
 License or Certificate: 
 Possession of or ability to obtain a Class C California Drivers License. 
 
SPECIAL REQUIREMENTS 
 
 Essential duties require the following physical abilities and work environment: 
 
 Ability to work in a standard office environment, access a computer, make oral 

presentations, and work outdoors. 
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